' APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE |

RECORDS MANAGEMENT DIVISION |

_ o ,,,,L e e et e ey et e L AEALE

INSTRUCT IONS See Publication No. 76--BM-1 for instructions on cornpletmg thls form. Forward signed original to”

P Department of Archives and History, Reoords Managernent Division, 330 Capitol Avenue Atlanta, Georgia, 30334,
- Attention: Scheduling Sectlon e - o 7
__FOR AGENCY USE 1. Agency Address s | FOR RECORDS MANAGEMENT use )
Apptication Date . _ Office of the Comptroller GeneravaMmmlwmmr
Insurance Department é - e
T T— - Agents Licensing Division Mo aeaivad PR
Appti Numbe : Date Received Date Compl .
pplication Number 132 State Capitol _ ;tEBecen; 1983 ;;BAR ngp eteqd -
ot . _Atlanta, Georgia 30334 __ . __ _ __ _}_, gl m33,;
2. Person to Contact Workinn Title Talephone Number
Angela R. Watkins Pr1nc1pa1 Clerk 656-2100 '

B e === B Tk o et R i st e Rt HE s S e TTE T LU T s oI - e m T, e e e e e e ma

3 Actlon Requested 3
a. X] Estaousn Retention Scheduls: record will continue to accumulate.
- b. O Dispose of present accumulation: no further accumulation anticipated.

¢. O Amend Application No. oo, Check One: OO Change; [J Supercede; ] Void
4. Dates of Series 5. Records Series Title (followsd by title used in office; if different)

Earliest ~ Latest
Insurance Manual Mone Receipt Books.
17-1-80 | Present m“mw__ﬁ“‘_vuy*ﬁ___wwﬁ,y T o
6. Dmsmn and Offlce Function What is the function of the Division and the Office in whlch this record serles is created?

The Agents License Division is responsible for processing applications
and issuing new agents' licenses and renewing permanent licenses,
examining agents, conducting pre-hearing conferences; and for
preparing certificates for agents being licensed as non—re51dents_
in other states and accounting for all Agents Licensing and
Certificates of Authority fees,
: B o o ‘ $

i e . e L ——— g e it - C—— L mme m e - P - — - ——

7. Record Series Dosalptlon I;hls élile oon}amsfth: f?IIowmg documents (mclude form numbers and titfes if any}
t
t? e Sell f'?nsurance Study Manuals to the comsumer,

Documents relating to:

Grayline Money Receipt Books, Efficiency Line Money

Included_are: Receipt Book.,

™ File is arranged: Numerical Date Order_

[ 8. Monthly Reference Rate How often are records referred to which are:
Onetosix monthsold ___ 6 . Seven to twelve monthsold ___ 6 _; Thirteen to twenty-four months oid . 3. e
“twenty-five monthsandolder____ 1 __?
9. Annual Rate of Accumulation of Rerords ,
Letter-size drawers —_ ... —_; Legal-size drawers

...... . . [

e} Shglves_.__ - . ___:Other {,mgc;fy} __B 2 Cubic Feet

e -
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[ No_bo Questionnaire , (Plaoe ari “X* in the proper. oolumn)

| YES e — e S P Y
a. Is this the official copy of the series? : -l
_}_(__ 1 1. Moot whereisit? . __ o e S
X b. Does the series contain oon‘f:dentxal mformatson requiring secuntv handlmg? If yes, cite law or regulation. :
: X | ¢ s thisavital record? e L e ‘ D
X [ d. Does this series have hlstorlcal or Iorlqterm research vatue? e e ,_
. When one or two documents in the file make it necessary to keep the entire fiie fora long penod cou!d these
_ X“ m_doguments be scheduled seoarately? e B — e — ]
. | X | £ Jsthe mfommlor)~ contained in this series averpubllshedz !f ves, attach QOOY.
X . s the information contained in this series ever analyzed and/or recorded in a summarized report?
] ,A_,,,A_Ao_lf_xe;oamch ooy, e e e e ——
\ )( h. Is there & duplication of this ssries in your offica orin another offlco or agency?
L d /i~ Myeswhere? . .. S - o SR
| X1 i sthis saries (or a maiac portion of it} ragular!v microfilmed? . . e ]
L 1. * 1 _i_Does the record series result in a comouter printout? e ]
1. Rmmton Requirements g he following requires the series to be kept: i
a. State Law —— e o YOI, - - d, Audit period - - S S T \ o yBQrs,
b. Statute of limitation — o Y@ATS, e. Administrative need e i s YRS,
c. Federal law . years. f. Federai retention instructions . . . ____years.

Attach copy or excerpt of laws or regulations. Exp]ai n administrative need.

12. Aporoved Disposition instructions This agency recommends that the file series be cut off at the end of uach

0 Calendar Year; B Fiscal vear: O Other ,__.f-___then

& Hold in the current filesarea —_______month(s)
O Transfer to local holding area, hold . .. ____vyear(s); then

{4 Transfer to State Records Center; hold —— -.year(s); then
Destroy.

O Transfer to State Archives for permanent retention.

£ Other (Specify)

|

These instructions apply to all prior and future accumulations of the series,

- o W .,ﬂl&//glr;_o

Recommendations inpara- [~~~ T T T T AT T T o e ]
graph 12 are approved. State Audltor/Desagnee
(If disspproved, attach Jetter | T
of explanation.) Secratary of State/Designes (L4

B L Sy

_1— yearls); theno'“‘l untllﬂ-\udlt is combleted thejn,

Officer (Signature) .| Date -

] Atton_'l_gy General/Dsssgnee

AR—80=71; Rw 15"""" ’




